APPLICATION FOR RECORDS RETENTION SCHEDULE DeN A OF THE i‘n%“ﬂe'{,‘e‘g:gg P TSTORY

RECORDS MANAGEMENT D{VISION

INSTRUCTIONS: See Publication No. 76—RM--1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 C.apatol Avenue, Atlanta, Georgia, 30334
Attsntion: Scheduting Section. ‘

FOR AGENCY USE 1. Agency Addms ‘ ' FOR RECORDS MANAGEMENT USE
Application Date Georgia Department of Human Resources Application Number
March 23, 1976 Division of Benefits Payments To-112.
Applicstion Number Food Stamp Unit - 618 Ponce de Leon, N. Efg;wReceived Date c‘,mp,'ated
DHR-44 Atlanta, Georgia 30306 PMR 26
. _ | . 1876 | APR 01 1978
2. Person to Contact Working Title Telephone Number
Mrs, Celia Sellers , Administrative Assistant 894-4250

3. Action Requested

8. §] Estabusn Retention Schadule; record will continue to accumutata.
b. O Dispose of present accumulation; no further accumulation antucipated

¢, ) Amend ApplicationNo, ... Check One: O] Change 3 Supercede: O Void
4, Dates of Series 5. Records Series Title (followed by titie used in office; if diffsrent}
Earilest Latest : _ L L -
1972 | present . FOOD STAMP/COUPON -ACCODNTABILITY BEPORT FILES |
8. Division lnd Oﬁm Functlon ] What is the, function of the Divmon and the Office in whach this racord series is created?

The Division of Benefits Pay'ments is responsible for supervféing\ and regulating assistance o
programs which provide ‘to indigents in the State food and monetary assistance and/or medical
care, ) - . .‘ N .

The Food Stamp Unit is responsible for the administration of the Food Stamp program within
the State. Included, but not limited to, are: the certification of applicant households;
the acceptance, storage, and protection of coupons after their delivery to receiving points
within the State; outreach to potentially eligible households; the issuance of food coupons
to eligible households; and the control of and accountability for the food coupons.

- - P s
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7. Record Series Description This file contains the following docurnents (mclude form numbers and t:tfes if any}
~ Artach samples of the file. A

Documen‘t #lating to:
issuan%e—aef food stamp books and collectiaa and depositing I-E funds collected.
“for the State,

Included are: -
‘Form FNS-250(10- 74)"1]. S. Department of Agriculture Food and Nutrition Sexrvice Food
Coupon Accountability Report'" which shows project code; name and address of reporting
office; project name and location; coupon book inventory summary; transfer summary;
actual vs, authorized summary; deposit summary; signature of authorized official and
title; and date, . ' '

File is arranged: ' numerically according to nine-digit codes assigned by the United States
Department of Agriculture, -

8. Monthly Reference Rate How often are records referred to which are: T
One to six months old 50 twelve months °|d 30 : Thirteen to t f occassional
twenty- .five months and Ws&&?{}ff —_— : ,.O wenty-four monthsold

9. Annual Ratc of Accumula of Raeords . — ‘ —_——
Letter-size drawers .__.._ikL Legal-size drawers + .} Shelves - Other (:p“;,, fy) .

AR=8§0.71; Mav, 78 e (Over)




v§3 | NO | 10, Questionnaire _(Place an "’X" in the proper column) ) r/ 1‘
. s this the official copy of the sones? , _ . - T
X If not. whera is it? o T g

b, Doeas the serias contain confidential information requiring security handhng? If yes, cite law or regulatlon

X ¢ lsthisa wgl record?
X d. Does this series have historical or long term research value?
¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X documents be scheduled separately? ’
X mm_mtqrmmmmmmmwmmmz_ﬁmm copy,
x g. JI; theinformation contained in this senes ever analyzed and/or recorded m a summanzed report?

: yes, attacheopy, ° ' ¢
h. Is there a duplication of this series in your office, or in another office of dgency?
X I1f ves, where?

x. | i lsthis saries for # major portion of it) reqularly microfiimed? , . e )
x_1_L_Does the racord series resuit in a computer orintout? ) o
11. Rstention Requirements The following requires the series to be kept:
e, Stlltl Law : years. .. d. Audit period véars.
b. Statute of limitation - . : - years, : e. Administrative need D years.
¢ Federal law E years. ~ {. Federal retention instructions : years,
Attach copy or excert of laws of regulations.” Explain administrative need. * " ' ~EERE i

See attached letter‘s from United States Departmeﬁf of Agriculture - Food and Nutrition
Service dated August 22, 1975 and September 8, 1975, < Also, daily reference to records ..~
éeven thgeﬁ1ndyggﬁedu]fd)’ “and in accordance w“ith instructiorns for Federal audit, which is -

years
12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
T i ."""D Calandar Year (8 Fiscal Year; O Othar ____-- . = S e scithen, T &
el Torlznned Zrontlin Dz :::.'p‘ Toroo2ln i rEtin o : B S 0N g ¢
Z Hold in the currant files area - rn'onth(s) - vear(s] then L L T s -t
D Transfer to local holding area; hold ._;.__.._..._vear(s) then "o -~ oo —‘f-;g 2l o dnnoroL o ematoelnonrinn
O Transter.to State Records Centar; hold ==~~~ year{(s); then “a Is-: = 2% 5 O TU S
& Destroy. upon direction from USDA-FNS
O Transfer to Stata Archives for permanent retention,
O Other (Specity) ‘
et anomts copmtZloc oninns T T g ory z -
PR e 5 . 7 T ; Fe ,ﬂ‘i
These instructions apply to all prior and future accumulations of the series.
| Agancy Head/Designee [Pignature) . ..« - .| - Date . . | Records Management Officer (Svgnature) ol Date
S : = . " —_—
L 13.23-7¢C LLopttio Y, Conts 3.3/7¢
I
Foae e _ te Records Committee {Signature} _Date

Recommendations in para- | N

graph 12 are approved. State Auditor/Designee \9& \\ R J

(If disspproved, attach latter _ ¥ \ o, “\ LQT\’ —~ A 2 \ ]h
of explanation.) Secreta%tateloe'signee W@ /¢— 3-29~7 ¢

Attorney Generai/Designee M Cr M )A 2— - 7{

Il-l&ﬂ; Rev. 76 {nc\kru Sid




